Microsoft Word XP 



What Is MS-Word? 

jig, jig- 

glwlwl^f® Microsoft Word ’RtW’f MS-Word 
gm i 'of Windows <4^ 'STiT® siP#t° 

02iwm i MS. Word <TfgtiTrfg?i ggw 
gKsi'8 RRsti *ra7/Tg Drawing gg$t ^rtrr i 

How To Open Microsoft Word? 

iTR, i£|Tf- ^3tTp5 gtgggjg 

<J> Click On Start Menu / Win Key [From Your 
Keyboard] 

® Click Programs 
® Click Microsoft Word 

How To Close Microsoft Word? 

Iwlre jig. ^3Tlf5 ^ ^tm ? 

® Click File 
® Click Close 

® Click Yes/No (gfw Save <mg'® ypt Yes 
Wtl Save < mg'® ^tt No 
® Click File ( < pW) 

® Click Exit 

How To Save A File? 

gFgg ^f? 

® Click File 
® Click Save 

® File Name Box ^ WMfk <n glm Save <MG'® NF 
(Tit FNf& 1%^ I 
® Click Save 

How To Open A Saving File 

<ggt gFgg ^g? 

® Click File 
® Click Open 

® wMPt (Tt gglgrfi> vof Select i 

® Click Open 

How To Save After Editing? 

f^stra gFgg gg ggtgM? 

® Click File 
® Click Save 

Or, Ctrl+S [From Your Keyboard] 

How To Open A New Document? 

ggg ^$(n*G 

® Click File 
® Click New 
® Select Blank Document 
® Click OK 



How To Select Any Text Of The Document? 

IwtR tTfgi ggrtgrtg? 

By Using Mouse: 

♦ TTt Text fi> i-s-Clb-i <MG'® gw Insertion Point fi> <rt 

Text ^ £|g(Tt/C*fCT Insertion Point fi> cSw 

I 

By Using Keyboard: 

♦ TTNlF Cgw Text fi> 1*stl t>«i <MG'® ^ Insertion 
Point fi> <rt Text ggm/c*fw ^ i 

♦ Shift + Arrow Key (<— ,T,— »,>!<) 

How To Select A Whole Document? 

♦ Click Edit 

♦ Click Select All. 

Or, Press Ctrl+A [From Your Keyboard] 



How To Delete Unw anted Text Of A 
Document? 

^QIC^ c<m gfflgtgr% (Tfgt ggf gpf? 

♦ Select / Block / Drag The Desire Text 

♦ Press Delete Key [From Your Keyboard] 

How To Create Undo? 

fwfcg (Tfgt ggpfgtn fafacu grtgt gin ? 

♦ Click Edit 

♦ Click Elndo 

Or, Press Ctrl+Z [From Your Keyboard] 



How To Create Redo? 

twfcg eggt gig gggt gpt? 

♦ Click Edit 

♦ Click Redo 

Or, Press Ctrl+Y [From your Keyboard] 



How To Set Same Text Into Another Place? 

Iwfcg gggt wgr wtngtn ojgt gpr ? 

♦ wtgfg ^ Copy m 
Select wg i 

♦ Click Edit 

♦ Click Copy. 

Or, Press Ctrl+C [From Your Keyboard] 

♦ i£Rt<t Copy (TNTCT gTlT® NF OTsrtW 

Insertion Point fi> I 

♦ Click Edit 

♦ Click Paste 

Or, Press Ctrl+V [From Your Keyboard] 
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How To Replace A Text Of Your Document? 

® Select The Required Text 
® Edit & Cut 

® ^dtd Cut d>dt Cddlld ddlG'® T>td CTdT£d 
Insertion Point fi> dtt* 7 I 
® Click Edit 
® Click Paste 

How To Change Font Name/ Style/ Size/ 
Color/ Underline? 

f^stra (ggni gig, ^i^t, wtdga, di, wtstd *ritd ggrt 

dig? 

® Select The Required Text 
® Click Format 
® Click Font 
® Click Font [Again] 

® Select Any One Font (From Font Fist) 

® Select Any One Font Style (From Font Style List) 
® Select Any one Font Size (From Font Size List) 

® Select Any One Font Color (From Font Color Box) 

® Select Any One Underline (From Underline Box) 
® Select Any One Underline Color (F rom Underline Color Box) 

® Click OK 

How To Find Any Word? 

Iwfcd ggtd fiFig ggltg 5 cdd d>dt did ? 

® Click Edit 
® Click Find 

® Move The Cursor/I-Beam (In Find What 
Box) 

® Type The Desire Word (dt Fit) 

® Click Find Next 

® «T^J d^d^T Cd '5TC55d Cdt; '*1^ 

Block dt ddM dtd ^ i 
® Click Cancel / Close 

How To Replace Any Word? 

Iwfcd grdt gtf^gtdd ddt dtd? 

® Click Edit 
® Click Replace 

® Move the Cursor/I-Beam (In Find What Box) 
® Type The Desire Word (W g# dddd^ ddds t>f?) 

® Move The Cursor/I-Beam (In Replace With Box) 
® Type New Word (’ll#! d>£d dtddW® ^ft) 

® Click Replace (4d>fi> Oddt dldddfd <MG'®) 

® Click Replace All (4dt ddd ’id Cddt dldd^d ddFs) 

® Click Cancel / Close 



How To Go Specific Page? 

fwtcd fhfdt dFfftn dm? 

® Click Edit 
® Click Go To 

® Select Page (From Go To What List) 

® Move the Cursor/I-Beam (In Enter Page 
Number Box) 

® Type Desire Page Number 
® Click Go To 
® Click Cancel / Close 

How To Print Prev iew a Document? 

fd^fgFgddtd Cddtdtd? 

® Click File 
® Click Print Preview. 

® To Go Back To The Word Editing Screen 
® Click Close (From The Preview Toolbar) 

Or, Press Alt+C [From Your Keyboard]. 



How To View Print Layout? 

Iwfcd laf^ 4 eddt did? 

® Click View 
® Click Print Layout 

How To View Full Screen? 

fwfcd gfgtjg dgt ged? 

® Click View 
® Click Full Screen 

® To Go Back To The Word Editing Screen 
Click Close (From The Full Screen) 

Or, Press Alt+C [From Your Keyboard]. 



How To View Zoom? 

fd^afcd #ldCd d^5 did gjt did ? 

® Click View 
® Click Zoom 

® Select Any One Zoom [From Zoom To ® 
Button] 

® Click OK 

How To Show Toolbars? 

id^sfcd $°i<l[d gfd*fd d^dt did ? 

® Click View 
® Click Toolbar 

® Click In Check Box D (dfd fi>d dt dttd 5 ) 

How To Show Ruler? 

Idafcd d^dtd £Pi*fd d^dt did? 

® Click View 

® Click Ruler [In Check Box D] (did fSd; dt 
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How To Create Header & Footer? 

O Click View 

® Click Header & Footer 

® Type Your Header [In Header Box] 

® Click Switch Between Header & Footer ® 
[From The Header & Footer Toolbar] 

® Type Your Footer [In Footer Box] 

® Click Close [From The Header & Footer 
Toolbar] 

Or, Press Alt+C [From Your Keyboard] 



How To Change Margin & Paper Size Of A 
Document? 

f^otra 

® Click File 
® Click Page Setup 
® Click Margin 

® 4FIF wthFm FlfsfF [Top, Bottom, Left 

Right ] Iff i 
® Click Paper Size 
® Choose Any One Paper Size 
® Select Any One Orientation 
® Click OK 

How To Insert Page Break? 

f wtgt FgF FITFfSR Wl FlTt? 

® Move The Insertion Point End Of The Text 
® Click Insert 
® Click Break 
® Click Page Break 
® Click OK 

OR,PressCtrl+Enter [From Your Keyboard] 



How To Insert Page Number? 

® Click Insert 
® Click Page Numbers 
® Choose Any One Position 
® Choose Any One Alignment 
® Click OK 

How To Delete Page Numbering? 

® Double Click On Page Number 
® Select Page Number 
® Press Delete Key 

® Click Close [From The Header & Footer 
Toolbar] 



How To Insert Date & Time On The Page? 

fjggtgi 'T&lF FW FFTJ 'G CWt FlTT ? 

® Move the Insertion Point In Desire Place (tF 

® Click Insert 
® Click Date & Time 

® Choose Any One [From Available Formats] 

® Click OK 

How To Insert Text Box? 

® Click Insert 
® Click Text Box 

® Draw A Text Box By Clicking The Mouse 
Button (Left Button) 

® Type Some Text Into The Box 



How To Delete The Text Box? 

® Move the Cursor On The Text Box Line And 
Then Click The Mouse Button (Left Button) 
® Press Delete Key [From Your Keyboard] 



How To Insert Clip Art/ Pictures On the 
Document? 

® Click Insert 
® Click Picture 
® Click Clip Art 
® Select Any One Categories 
® Click Any One Art / Picture 
® Click Insert Clip 3 
® Close 



How To Insert Word Art On The Document? 

f^otra ggt fgfgg ggt FN? 

® Click Insert 
® Click Picture 
® Click Word Art 
® Choose Any One Word Art Style 
® Click OK 

® Type Your Desire Text 
® Click OK 
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How To Set Page Border? 

faster cggTjTg? 

O Click Format 
® Click Borders & Shading 
® Click Page Border 
® Select Box 

® Select Any One Style [From Style Box] 

® Choose Any One Color [From Color Box] 

® Choose Any One Width [From Width Box] 
® Click OK 

How To Insert Bullets & Numbering? 

fggTgt gKtjt cggl ^rtrr ? 

® Click Format 
® Click Bullets & Numbering 
® Click Bulleted 
® Choose Any One Bullet 
® Click Customize prfw W 7 ’ ^ ^fl] 

® Click Bullet 

® Choose Any One Font [From Font Box] 

® Choose Any One [From Bellow] 

® Click OK 
® Click OK 

How To Set Line Spacing? 

fggTgt cggr ? 

® Select The Desire Text 
® Click Format 
® Click Paragraph 

® Select Any One Space [From Line Spacing] 
® Click OK 

How To Change Character Spacing? 

cggt ^rm? 

® Click Format 
® Click Font 
® Click Character Spacing 
® Select Any One [From Spacing Box] 

® Click OK 

How To Create Column? 

fggTgt fr®fl ^?Tl jrtg ? 

® Click Format 
® Click Column 

® Choose Number Of Column [From Number 
Of Box] 

® Select Line Between [If Necessary] 

® Click OK 



How To Break Columns? 

fggTgt ^ ggj gggt w? 

® Place The Insertion Point At End Of The 
Text 

® Click Insert 
® Click Break 
® Click Column Break 
® Click OK 

How To Create Superscript? 

® w 7 ? wMfh (a 2 +b 2 ) 1%^® i ^®t^T (i£|^«itCT 2 ct 5 
Superscript I 

® WMfh CT Superscript <MG'® '5T 7 t v®T 

Select w 7 ? i 
® Click Format 
® Click Font 
® Click Font [Again] 

® Click Superscript [From Effects] 

® Click OK 

How To Create Subscript? 

wt^rm? 

® W 7 ? WMlh (H 2 O) '5t 7 t I 2 C^ 5 

Subscript W $,g*igs> 1 

® wMfh CT ^? x §f-c<r- Subscript TtPt 'si Select 
w 7 ? 1 

® Click Format 
® Click Font 
® Click Font [Again] 

® Click Subscript [From Effects] 

® Click OK 

How To Set Shadow Of A Text? 

® Select The Desire Text 
® Click Format 
® Click Font 
® Click Font [Again] 

® Click Shadow 
® Click OK 

How To Change Case? 

Iwire ggg 

® Select The Desire Text 
® Click Format 
® Click Change Case 
® Choose Any One Case 
® Click OK 
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How To Create Drop Cap? 

Iwira cggrg ggg ^rm? 

® Select First Character Of A Line 
® Click Format 
® Click Drop Cap 
® Choose Any One 
® Click OK 

How To Create Table? 

® Click Table 
® Click Insert 
® Table 

® Select The Desire Number Of Columns 
® Select The Desire Number Of Row 
® Click OK 

How To Delete Table? 

® Select The Whole Table ® 

® Click Table 
® Delete 
® Table 

How To Insert Row? 

® Set The Insertion Point In Desire Row 
® Click Table 
® Insert 

® Choose Rows Above/ Rows Bellow 

How To Insert Column? 

® Select The Desire Column 
® Click Table 
® Insert 

® Choose Columns To The Left /Columns To 
The Right 

How To Delete Row / Columns? 

® Select The Specific Row / Column 
® Click Table 

® Click Delete Rows / Columns 

How To Marge Cells Of A Table? 

Iwfct wa <t>cti<frf5 jgfgggg wf ^rm? 

® Select The Desire Cells 
® Click Table 
® Click Marge Cells 



How To Split Cells Of A Table? 

Iwira jg# <grt ^rm? 

® Place The Insertion Point In Desire Cell 
® Click Table 
® Click Split Cells 

® Select The Desire Number Of Column 
® Select The Desire Number Of Row 
® Click OK 



How To Create Auto Format A Table? 

figgtgt ^ ggrgti? 

® Select Y our Table ® 

® Click Table 
® Click Table AutoFormat 
® Choose Any One [From Format List] 

® Click OK 



How To Create Table Heading For Every 
Page? 

twfc? gff% 'b&N cggl ? 

® Select The Heading Row 
® Click Table 

® Click Heading Rows Repeat 



How To Sort Data Of A Table? 

%g<m gKTgF 

® Select The Desire Cells 
® Click Table 
® Click Sort 

® Select Ascending (A-Z) / Descending (Z-A) 
® Click OK 



How To Draw Auto Shapes? 

fwfct jrgdgggtg grfgg grgH W ^rm? 

® Click The Mouse Pointer On AutoShapes 
Tool [From The Drawing Toolbars] 

® Choose Any Categories Of Shape 
® Choose Any One Shape 
® Now You Can See That Your Mouse Pointer 
Take Appearance Like (+) Sign 
® Now Click Your Mouse Button [Left Button] 
And Drag It To Draw In The Editing Screen. 
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How To Change Fill Color, Line Color, Line 
Style Of A Shape? 

® Select The Drawing Object 
® Click Format 
® Click Auto Shape 

® Choose Any One Fill Color [From Color 
Box] 

® Choose Any One Line Color [From Line 
Box] 

® Choose Any One Style [From Style Box] 

® Click OK 

How To Save A File by Password? 

® Click File 
® Click Save As 
® Click Tools 
® Click General Option 
® Click The Cursor In Password To Open 
[Box] 

® Type Your Secrete Password 
® Click OK 

® Again Type Your Same Password [In 
Reenter Password] 

® Click OK 
® Click Save 

How To Open A Password File ? 

® Firstly Close All Files 
® Click File 
® Click Open 

® Select Your Password File Name 
® Click Open 

® Type Your Secrete Password 
® Click OK 

How To Delete Password File? 

® Click File 
® Click Save As 
® Click Tools 
® Click General Option 
® Click The Cursor/I-Beam In Password To 
Open [Box] 

® Delete The Password 
® Click OK 
® Click Save 



What Is Mail Marge? 

[bfc ^FT '5f?T5 [WlRf Rf fef 

1%^ t^*! 

Document felt 

Document felt ^ ^rtn i ^t^® 

£10®JC<M ^SRT WFrRt WFTRt M Rt ^355^ 

<iFRt<T tffh f&fk tWtRf RvRn® Document 
Marge <mIc«i aiG'®jG<M >srt «tHM WPTFft f&f& vra 
Rtw 1 wtl ^ Marge RRf vn Mail 

Marge. 

How To Create A Mail Marge? 

•* Type The Letter Given Below For Example: 

Dear, 

You will be very glad to know that we are 
going 

Yours Truly, 
Hassan 

® Click Tools 
® Click Mail Marge 
® Click Create 
® Click From Letters 
® Click Active Window 
® Click Get Data 
® Click Create Data Source 
® Click Remove Field Name (If You Delete 
Some Unexpected Field Name) 

® Click Add Field Name (If You Add Some 
Expected Field Name) 

[CW- Name, Father, Address, Country etc.] 
2RT®T^ RtR Title (FFTR RR Add Field Name 
Click <MG'® ^ 1 
® Click OK 
® Type A File Name 
® Click Save 
® Click Edit Data Source 
® ifrefa rr vsetT (FKtl RR alfoRlR*. Add New -V§ 
Click RRR 1 
® Click OK 

® < 4 RTR Toolbar CRGR 5 Insert Marge Field Click 
RRR Field Name WMRlR Document 
R>GR irFR <^*1 1 
® Click Tools 
® Click Mail Marge 
® Click Marge 
® Click Marge [Again] 
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How To Write Address In Envelops & 

Labels? 

Iwira jfTggr jggr fk?Ht cgjrjrtg? 

O Click Tools 
O Click Envelops & Labels 
O Write Your Delivery Address And Return 
Address 

® Click Options 
® Click Envelops Options 
® Choose Any One Envelops Size 
® Click OK 

® Click Add To Document 

How To Spell Check Of Your Document? 

cw ggrgm? 

® Set The Insertion Point At The Top Of The 
Document 
® Click Tools 

® Click Spelling & Grammar 
® Select The Correct Suggestion 
® Click Ignore <MG'® 5t^C*T] 

® Click Change/Change All <mg'® 

® Click Cancel 

How To Use Thesaurus? 

® Select The Desire Word 
® Click Tools 
® Click Language 
® Click Thesaurus 
® Select Any One Word 
® Click Replace 

How To Protect Document 

Iwtre affljjl ^t ^TtTT ? 

'STpljOT ’'5^tsp5f& '5|t , tfh '5T*tTC'T3 < J 5 '®<t 5 
’ihH'oOW ^5 Wf I 3<S WW 

fit <MG'® ^ 'of 

> Go to Tools Menu 

> Click on Protect Document 

> Choose the Comments option 

> Type your password in the textbox 

> Then click on OK 

> Re enter your password 

fit I 3^H 4# WU feRI fRR 

> Go to Tools Menu 

> Click on Unprotect Document 

> Type your password in the textbox 

> Then click OK 
^<£0*1^ 2IGIJ8 fttn I 
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How To Write Bangla? 

'STTP5 ^ WWW ^t^Tf WS<I I (^TtWt ^1*1 4<T 

IMra’ c^rt^m mMF « wM?rm sjfo&iow ftoit £t<nM, stPi^f, %m, t^nf^ Ms i 



Prabartan (sfW&Q WJW^tW WW WKWf <?M1W fims- 
O Click Start 
® Click Programs 
® Click Prabartan 
® Click Prabartan. 

® Click OK 

® Press Ctrl+Alt+B 

® i£rct? ww Mr ^ c®r*rr ^ i 

fifiw Ww'SMt Prabartan 4W WT°Wt WWWW WfiT UfWT W*Tt°- 

AdarshaLipi, LipiChameli, LipiRajanigandha LipiGolap - M W*f wra-s ^c*s<n <r[?R[ i 

Bijoy (firm) wjwww ww wnm owwrw fims- 

gfetw w=t wm<r Task Bar -4<I fMr?r Layout -4<t Mtt I ^ 

By Using Mouse: 

® Double Click In Bijoy Layout From Taskbar 
By Using Keyboard: 

® Press Clrl+Alt+B Key fMfS ifl^TR;sj Press w 1 ? i 
® i£rct? ^ts?n fMfM ^ w wyw i 

firzw ws'&rwt fwm wt°wt wwww wfir zmT wwr°- 

SutonnyMJ, RuposreeMJ, SurmaMJ, BhramhaputraMJ, ChandrabatiMJ, KamaphuliMJ, SushreeMJ - 

ww wm's fMra <rt?=Tt ^ww i 
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